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MONDIAL SOLUTION
Brighten up your brand

HUGNG DAN SU DUNG EMAIL ZOHO

(Mién phi 10 tai khodn, mbi tai khoan 5G data)

1. DPang nhap
DE dang nhap vao tai khoan vao dudng dan sau: http://mail.ten_mien_website.com Vi du:

http://mail.vinahome.net.vn hodc http://mail.zoho.com

Email Address: | |

Password:

Forgot Passwaord?

¥ Keep me signed in

Sign In using G Y} f il'l L J

Sign In
Email Addre=s: |

Password:

Forgot Password?

[] Keep me signed in

Sign In

Dang nhap vdi tai khodn duogc cung cap la cé thé vao trang quan ly email dé thao tac glri email, nhan

email
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Brighten up your brand

2. GUiemail
Sau khi dang nhap thanh cong s& hién thj trang quan ly email.

Ber ) Mail Upgrade % °
welcome@zoho.com &
Experience the New Zoho Mail now - Welcome to Zoho Mail. Let's get you started on making the most of your email ...
Home
welcome@zoho.com
Access Zoho Mail, Wherever You Are - Zoho Mail - Email, Calendar, Contacts The Zoho Mail mobile app for iPhone a
welcome@zoho.com
Templates ‘Welcome to Zoho Mail - Hi, Welcome to Zoho Mail! The 'always ad-free’ email service, for all your business and pers.
Sent
Spam
Trash
Outbox
o
Muén gtlri email nhap chon Compose, s& hién thj form giri email
« Send ™
info@bkexim.vn
To  daitran@mondialsolution.com
Cc
Inbox
) Test gui nhan email
Drafts
Templates &~ B I Y # F 10 m 7 = = = L o A H OEE
Sent
Spam D3 gui thanh céng email|
Trash
Outbax
Sau khi dién day d0 théng tin can gli, nhan chon SEND dé glri email.
Muén check email nhap chon Inbox hodc bdm F5.
~ 2 - a a - 2 - ~ ]
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3. Thay ddi mat khau tai khoan

Mudn thay ddi théng tin tai khodn: Ho tén, mat khau, sé dién thoai... nhap chon biéu twong hinh anh avatar géc
phai trén cung, sau dé chon My account

1__:" W Fo a Bach Kim

info@bkexim.vn

User ID: 62668707 2
CHANGE My Account

Thay d8i théng tin ca nhan [ sn o |

Chon Security dé thay d6i mat khau tai khoan

Password
Update your account password. Always set a strong password, which helps to prevent unauthorized access to your account.

A

Dashboard Two Factor Authentication

Security Question
ty Current Password ﬂ

Allowed IP Address

New Password

Re-enter Password
Terminate all active web browser sessions.

Terminate mobile app sessions in your device(s) and remove active AP| authtokens.

| Clear

Né&u mudn thay d&i cac thdng tin bao mat khéc thi chon ti€p cac chirc ndng & cot bén tréi: Cau héi bdo mat, Ip
dang nhép tai khoan.
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4. Cheén chir ky vao email

Click chon biéu twong Setting, chon Settings dé quan ly cai dat cdu hinh cho Email

T ¥V e @ 7]

Caontrol Panel

—1

Tiép d6 chon Signature = Add new Signature: xuat hién Popup nhap thong tin chit ky

Settings Signatures

My Preferences

Appearance

Chi ky Email
Compose 2 =
Folders
Themes
Keyboard shortcuts
Conversation info@bkeximwn 3

Mail Organization

Filters
Rearrange

Personalize

Signature 1

Nhap tiéu dé va ndi dung cho chit ky: C6 thé chén hinh dnh hodc chén link cho chit ky email.
Sau khi nhap xong thi chon Save dé luu chit ky lai.
Tiép d6 click chon dau cdng tai muc danh sach cac chir ky dé thém email cho chit ky dé.

Chit ky Email
&

L linfo@bkexim.vn
2 —
1

infoi@bkeximovn 3
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Chit ky Emai@

¥ When replying / forwarding, place this signature above the original quoted mail begins.

B 7 U & F 10 R 7 = i= = & » A H OE @
N&i dung chi¥ ky| /
@ Chén hinh anh Chén link

Cancel

5. Tao thém tai khoan email thanh vién méi
Chi danh riéng cho tai khoan quan tri. Khi ddng nhap bang tai khodn quan trj sé dwoc cung cap bang
diéu khién hudng dan tao thém tai khodn email thanh vién.

L Y % @

Settings

Control Panel

Nhap chon biéu tugng setting = Control Panel (phia géc phai cla man hinh) s& mé ra tab quan tri thanh

vién.
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Control Panel User Details
& Add User | ImportUser | Export Useris) | Roles | Location= | Delete
Dashboard
O User Details
Domains
_ Thanh Loan
User Details thanhloan@vantvhouston.com
|1} User Access
o Hoang Yen
m Groups hoangyen@vantvhouston.com
Privileges O Uyen Vy
yenvy@vantvhouston.con
] mail Administration = e
Mail Accounts = Hai Binh
) haibinh@vantvhouston.com
Org Settings
Email Policy o Doctor Vu Ban
. drvuban@vantvhouston.com
Backup Mail Account
Email Routing O Minh Huy
. ) minhhuy@vantvhouston.com
Migration
Troubleshoot O Camy Camy
camy@vantvhouston.com
Applications
O VAN TV HOUSTON
B} subscription 2a
- smcs@vantvhouston.com
Bonus Users
- v O Van Khuong

Chon User Detail d& xem danh séch cac thanh vién, tai day cé thé tao thanh vién mai ( Add) hodc xo3,
thay d&i thong tin thanh vién tuy y ( bao gdbm khdi phuc lai mat khau thanh vién)

User Details

AddUser | Import User -

Add users:

Enter the desired username and select a domain from the drop-down list. Use the Create Mail Alias option to create atternative email addresses with
other available domains simultaneoushy.

First Mame* : ||

Last Mame* :

Email ID*: @ vantvhouston.com
Passwoard® .
OK Cancel
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